Part I: Vocabulary (IWq-ufu-02-a1-3) = Ardwi

1. punch in 2. colleague
g By foadn
AN Wieusuau

. punch out 4. permission
g 18 e sivdu
A NN QRERITEL

. appointment 6. form
UENWRB UL osu
nstinvng wuUWesy

. assignment 8. report
woadeiun Inen
nuiiveunglii 1897

. to cooperate

10. portfolio

1 lnfoniviaLiv Wasvliidle
5uile wilNaIUY
11. probation 12. salary
Tnsuddu Y1813
STHTNARDINU Rufou

13. sick leave

A an

aday

14. overtime (OT)
Bviesving (af)

aanan
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15. personal leave

v el 4 X
WWaSTULUA AN

16.

coffee break

Aol Luia

ana Wndunw
17. holiday 18. lunch break
goawng dud wia
TungaTIYn1g Wnewnsnaneiu
19. vacation 20. canteen
WILATW/ANAT wAuiy
finsou WIS
21. not allowed 22. file cabinet

Ton 9aanIn

P8 wADUN/ASLN

ldougyn glenans
23. turn on 24. data
e gou LAV
WUn (eind Ju) doya
25. turn off 26. air conditioner
isu Sonl wes Foudtuies
U (@ Yu) \3esUiuenne
27. electricity 28. ventilation system

A&  aad
DLAANIYN

il

WHLAETU Famy

FEUUTEUNYDINNA
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29. water supply 30. stationery

Jowies dwnane ARTULDS
Uuseln GERNED

Part Il: Phrases (i3@-taia) = 28

1. employee leave form
wundoud an vedu
Tuadwiugnidng

2. instructions to employees
Suaniadua v \amdendd
ﬁwﬁaﬁm%gﬂiw

3. death in immediate family
W5 Bu Buliien uilda
AIMEUBIELNTNIUATEUATY

4. salary reduction agreement

v
v [

W83/ uvd s Ieadu avnaiuv
FyginFusiou

5. Unacceptable Behavior Report
Suudadnnla Ti8aiges Tedm

seauaMuUsENg AN llzay
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Past Ill: Sentences (1Wuiua) = Uszlen

1. Punch in and punch out every day.
Wit Bu usus Tt B9 LS 1Ad
awandiaukasdnun iy

2. There are both sick leave and personal leave forms in
the office.
usd 015 105 @ anl woud wiostuuda an Wesud Su 5 sevlily
fuvuresuluahelazaifaludineu

3. Please turn off the air conditioner after use.
wala 1Sy Sol 5 uo$ Aeudtuwies Srivied da
nsandniedossuenmeandannnmsldau

4. You should ask for a permission for a leave of absence.
g 90 $1ad o oy iestivdu Wes o AW Sovl uBuiud
ATUAITYDBUINANEAITY

5. There is a six-month probation.
w53 8a oz Ind dus Inaudu

In5MAaU 6 Loy
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Part IV: Conversation (Aau-tW285-19-2u) = ungdunun
A conversation at an office between Peter, a new
applicant, and Kate, an office worker.

¢ Yy Y e a N a X . s £ o

9% ADULNIDIYYU LON KU DDWWY UNIU WLID3 B U U
a 1 ' o ' v 1 [ a ga’ 1 4
WWALAUN LLOUA LAN LEU daNWY LI3ALADS

¢ v s

ungunuINaUnuwinileseuittines dadaseuaulng

u
LasLAN WinuEInau
Kate: ~ Welcome aboard, Peter.
Vadu evese Aivias

a o

vorouTuguivnas Uinos

Peter:  Thank you, Kate. Today is my first day.
Anything for me to know?
wSsA 1M g Ba she Wisen wid uBiSe es &y T

&g

vouRupsulan uiduiuusnveay fovlsfinuazsien

Sy
Y

Kate:  You need to punch in and punch out every day.

>
=1 1 e

g da 9 ud Bu usud Wiud 1m 1EE 1A
AudpsasIaI T nuLaziEnunn iy

Peter:  That’s the same thing they do in my old company.
uivid 1w 1w 54 156 9 Bu e Tead Aoumnil

AUsTRuNLAaE 1 RgIfuASy
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Kate:

Peter:

Kate:

Peter:

Foods and drinks are not allowed in the working
area. You can eat your box lunch in the canteen.
flod wBud A39Fd 015 tom Sadnal Bu 5oy AR
wai3s ¢ uau v 8§75 Tond dud Bu 1wex uAuiiu
AuazomsLaziedostiluunadinnulild
AuanansauUsE oISttty

7199819115

If I’'m the last one using it, | need to turn off the air
conditioner and lights.
2 Yy el wod o & 2 o
29 LBN 168y QAN 11 Yae En o in 9 L3 9o
a s v a o e + MY &
5 uo3 AauRTULLES waun land
duudunugarineldies nudedaniosliueinia
waylnwlwSeuson
Terrific. How do you know that?
w3l 817 9 g Tua usm
ganun Anuslagala
They seem to save energy everywhere.

¢ o Vv & \ eX o A e
158 T ¥ 1 LOULUBs LoWIaIg

AuileuuIEnNmaneIzUsendandanuiuynumis
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Kate:

Peter:

Kate:

Peter:

Kate:

You will receive your weekly assignment every
Friday afternoon.

g 308 Fol §25 3pd usadhoiiud 1B Wieid S
Wiesyu

AuarlasuneasBennunlasuteuminedmiuusias

o1indlunauueiuans

Great. | think this is enough for the first working day.
¥ 'l 5eA 5 B Sil e ey WS Isane il
finsu wuﬁmdﬁagawiwﬁwaLﬁml,l,é’aﬁm%’ﬁw‘imu‘?u
wsn

Enjoy your first day. Il provide you more
information later.

WBuay 25 iitsart 156 lea nawde ¢ wes
Sunlesididu Biles

voldayniumshaniuusn Susglidoyauiafudivgs
Nice talking to you, Kate.

a '

lud viodafs v ¢ 16n

qlesu 9 o

gudTlaneiuanuzAU 1an

Nice talking to you too, Peter.
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